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CENURAL CONTAOT REGISTER

SUNCTIOHAL CHARY

‘ﬁfﬁﬂ Goniral Gentact :§%1m54

Inttiate and inmore the prooticn) adapbations within the
Contrul Jontact logister in lins with over-all ClIG
polietles,

Ageint all mepbor ogoncles in developing & coordineted
plan for using the Central Gontoct Sogliater.

Heptle all peroonnel, flsoa) spd general sdninistvative
dJetails for the Cantrel Contmedt Nopister.

Froowsement Myl

Gatobliiah ;;magmw, coordinated through the UIG Field
Offiecns, for obiaining names and bLaekgrounds of
individunls vho sre pienticl sourcea of lTorelgn
intelligence, oither through organizttiona o2 indle
vidually.

vpepsrc ossantial forms amd/or direetlions to be followsd

in obioining the cbove {anloremtion,

25X9A2

Pherovor neteasury make aryongenenbs to obtain name listz by mail.
25X9A2 e o regnlor check of the alion filsc muintoined by

25X9A2

If personnl contact is not prectics) from a field ¢ffice and
the Usntral Comtoct Register can Goulad 4o fuoilitics
uo entuhlished to locciec spurces in the fleld will be
genileble for the uwee of CIC ond membor agonplen.

wawmh & for mdntaining snd necuring the Hester Fils;
wristen information, reoopds, und codea on each mﬁiﬁ.«c
dual and orvgonization incorporated into the michine files,
Hointenmes of Alphabetical and Code Files of sll gonsacts
snd potential sources included in the Gentrul Contect
Replatar,
fatablish oll seouwrity sodos snd devise now ones when, cg and
if necnasnry.
Yeep oll oeourlty recoprds ond insuve that o reasornehly repid
chaek s mode on nll reguests for conbtact permission,
with FBX, Awmy, Hawy ond Stole,
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piwiBion {continued) “

poponsible for recording snd consyolling 81l requests for

jpforuation fyom the Centrel Contnot Regilster,

Yamify all reporis ond 1istas prepared in responas to roquests
amd check these mesponses, based upon mpchine tebuletions,
with the originn) information in the ¥aster File; this
involwes & regponsibility for acolng to it that all po~
tential sources of infopmation disszonineted from the
Centrsl Comtoot Reglster are truly aupeble of contributing
the information desired.

feke cerdoin that w1l possible sources of the infomation
requestod nre cleorly inalected in the reapomse to the
roquosts ' ,

“et up and naintain o Suspenss File op those zot in slphabetictl
Pile.

gt into offeot necedsury eoptrole %o provend duplicution of
requects resching an individucl or orgunization.

ewey out fourewsy sscurity "nose ohecks”® for zll forsign
irtelligonce comtucta for G106 ond the merber sgencies.

Indexing Myision

Tt up tho required codes for areis, sub jesto, professlions
cnd a1l other information o be entercd on the mnchine
eepdn; this will Involve getailed knowledge of the
vewy, Arny, Stese, adr and CIG mesds oo eXomplifisd in
thedr Intelligence Arcotives, Yonogrophs, and the like,

weoponsible fop brewicing up a1l inconing information into

He proper codo oF eodocD, verifying this coding, kuy
pmehing the information {soded) onto punch conds,
vordfring the panehing, und f1ling the cards in the
Index.

Opgondze the flles and seporcte indexes within the £iles into
an efficient whole with sullicient roglonal ond oubject
preckdows to hundle the infomsation reoeived snd 0 ro-
1ocate 13 guickly end scourntely when the noed for it
aeines,

ragntain & sufTiclently flexible Index plvigion so thet new
hratlddowns of subjoets or Liner clusoification of arecs
ond ndditlonal biogrophie infemmiion con be oddod withe
sub slterdins the original and boale plan of oporation.

Yeep o1l codom surrunt in terma of evoleing intelligence
roguirenonto.

Tobuletion Divied
sponsible for apolysing the Index ond sobuleting the pumeh
cordls in ordsy to loccte tho inforantion requiked
rolative o sny roguest put fo the Jentral Contact Reglater,
Tpepare initisl lists and pocoxd preporte Tor Iinel vepification
af the Control Divielon,
sdntodn o euwrzent list of atanding orders ond procoss Tll new
capds agoinst the stonding orderd.
Fatoblieh eppropeicte proceduves for sotifving requestors in
710 smd the membop ngencies of informotion alresdy procured
polative to thoir problams,
rrepare 21l punch selector cewdo snd handle &l sorting, c¢ollating
snd $abulotion for the Jent Gondoch Ragl:
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